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THE SECRETARY 


Proclamation 


The National Secretaries Association was organized in 1942, 
designed to promote the educational, professional and social standards of 
members of the secretarial profession and now constitutes the largest 
classified group of career women in the world. 

The Institute of CPS, which stands for Certified Professional Secre- 
tary, is an achievement of the National Secretaries Association and has 
established educational standards designed to place the professional 
secretary high in the ranks of organized professions, examinations being 
proctored annually by universities and colleges, with CPS certificates 
being awarded to those who successfully complete the examination. 

The National Secretaries Association will hold its annual conven- 
tion here during this week as guests of the Houston Chapter of this 
organization which is now in the fourth year of its existence and has 
approximately forty members. 

In order to honor this young and worth-while organization, I, 
Mayor Holcombe, by virtue of the authority vested in me as Mayor of 
the City of Houston, do hereby proclaim the week of July 16th 


NATIONAL SECRETARIES ASSOCIATION WEEK 
in Houston and direct public attention to this group of lovely ladies who 
will hold their convention at the Shamrock Hotel. 
IN WITNESS WHEREOF, I have signed my name and caused 
the official seal of the City of Houston to be affixed this 12th day of 


June, A. D. 1951. 
Mayor of the City of Houston 








Miss Patricia English accepts the proclamation 
of National Secretaries Association Week from 
Mayor Oscar Holcombe. 
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A New Book 


It’s About You 


Watch for a new book by the gentleman with the quiz- 
zical expression (left). He is probably thinking about his 
secretary. There is nothing unusual about that for not only 
is Anson Campbell a bachelor, but he is also currently writ- 
ing a book about secretaries. 

This new book, scheduled for release later this year, will 
give a business-like, but at times frothy approach, to the life 
and loves, likes and dislikes of the secretary. A major part 
of the book will include facts gleaned from a recent survey 
of National Secretaries Association members. Mr. Camp- 
bell will also use personal interviews with our ink eraser 
set as an added research technique. 

In his time Mr. Campbell has been a newsmagazine edi- 
tor, the program director of a radio station, and a critic of 
practically every one of the seven lively arts. He is currently 
writing and producing a radio program. Despite his inter- 
esting background, he realizes that he still doesn’t know 
everything about secretaries species Americana, and he is en- 
deavoring to coordinate all available material to give the 
book as authentic a background as possible. If you have any 
experiences, humorous or serious, which you feel would add 
to this material, write to THE SECRETARY and we shall 
pass the information along to Mr. Campbell. 








COVER STORY 


The fireworks on this Fourth of July 
cover are not those you see in the office 
when something goes wrong and the 
boss explodes. They are those colorful 
extravaganzas enjoyed each year by us 
all, whether we dress up and go to 
the park to watch from close range or 
sit on a hillside in our old clothes far 
away from the noise. 
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THE SECRETARY 


institute for certifying professional secretaries 


Dear Members of NSA: 


The following is a list of centers so far assured, for the 
certifying examinations, August 17-18, 1951: 
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Hunter College—New York, New York 
Dr. James R. Meehan 
Associate Professor of Education 


Los Angeles City College—Los Angeles 29, California 
Miss Helen McKelvey, Chairman 
Secretarial Department 


Northwestern University—Evanston, Illinois 

Dr. Albert C. Fries, Chairman 

Department of Secretarial Science 

School of Commerce 

Ohio State University—Columbus, Ohio 

Miss Mary Moore 

Room 223, Journalism Building 

Queens College—Charlotte, North Carolina 

Mr. Carl Storey, Head 

Department of Business Administration 

Syracuse University—Syracuse 10, New York 

Mr. O. Richard Wessels, Head 

Department of Business Education ; 

Texas Western College of the University of Texas 
—El Paso, Texas 

Mr. Wade Hartrick, Chairman 

Department of Education and Business Administration 


10. 


12. 


15. 


by Dr. IRENE PLACE 
Acting Dean of Institute 


University of Chattanooga—Chattanooga 3, Tennessee 
Miss Sarah Phillips 
Assistant Professor 


University of Denver—Denver, Colorado 
Mr. Earl Nicks, Chairman 

Business Education Department 

College of Business Administration 


University of Houston—3801 Cullen Boulevard 
—Houston 4, Texas 

Dr. Carlos Hayden, Chairman 

Business Education and Secretarial Department 

School of Business Administration 


University of Michigan—Ann Arbor, Michigan 
Dr. Irene Place, Assistant Professor 
School of Business Administration 


University of Minnesota—Minneapolis 14, Minnesota 
Miss Ernestine Donaldson, Associate Professor 
School of Business Administration 


University of Washington—Seattle 5, Washington 
Miss Margaret Alecander 
College of Business Administration 


Cordially yours, 
IRENE PLACE 














SECRETARY 
of the month 


Hawkeye Chapter, Des Moines, Iowa, proudly presents 
Miss Louise Johnson, Secretary and Clerk in the U. S. 
Bankruptcy Court, serving under Gibson C. Holliday, 
Referee for the Southern District of Iowa. Since 1933 Miss 
Johnson has served under seven different referees. She 
attends all sessions of the Bankruptcy Court in Des Moines 
and throughout the district, and acts as court reporter in 
the majority of cases. 


Beginning with her initiation in 1943, Louise has been 
an enthusiastic and tireless worker for our chapter, having 
held offices as President and Vice President, and having 
served on every committee. Her interests have not been 
confined to local chapter activities, as evidenced by her 
attendance at national conventions held in St. Paul and 
Chicago; and regional conventions at Cedar Rapids, Omaha 
and Des Moines. 


Aware of the necessity of humanitarian activities, her 
ideas and suggestions have been the inspiration which 
resulted in the culmination of many of our worthwhile 
and successful civic ventures. 
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Miss LOUISE JOHNSON 
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This is the second in a series of articles which have been 
planned to acquaint you with various civic and philanthrop- 
ic activities in which NSA chapters participate. 

Spastics of America Inc. is a national non-profit cor- 
poration whose members, spastics themselves, have organ- 
ized to establish and maintain a home-school for adult 
spastics. They have raised money by saving pennies and, 
aside from one or two outside contributions, have accu- 
mulated $5000 toward the proposed building. 

At present there are nationally organized groups work- 
ing to procure funds for research work on cerebral palsy 
(spastics) and its control. Spastics is not a disease nor 
caused by disease; neither can it be inherited. The majority 
of cases are caused by injury to the motor nerve at child- 
birth, but adults can and do receive injuries which cause 
them to become spastic. A most significant fact is that 
spastics are not mental cases; they are much brighter in 
many instances than we who call ourselves normal. Up to 
now there has been no project to aid adult spastics. Neither 
has there been established in these United States any type 
of home or school provisions. 

The spastics will soon start plans for the home-school 
to be located on the outskirts of Wichita, Kansas, the home 
of the Institute of Logopedics. (This Institute specializes 
in speech correction. A story covering the efforts of this 
organization will appear in a future issue of THE SECRE- 
TARY.) It will be built with the idea of making additions 
later. They will have space for growing fruits and vege- 
tables. Its Board will handle all business and funds, and the 
teachers will come from its membership. Only spastics will 
live in the home, excepting the house-mother who is the 
mother of a spastic. She will serve at a minimum wage. 
All work in the home-school will be done by spastics. 

Minisa Chapter of NSA unanimously decided to take 
the Spastics of America as its project for this year. They 
conducted a two weeks’ campaign during which they raised 
$1569. 

A number of Wichita business men have promised sub- 
stantial contributions to help make the home-school a 
reality. 

However, the presently handicapped need the help and 
instruction planned through this home-school. They are 
victims of neglect and misunderstanding as the result of 
lack of education on the part of the general public. 

It is earnestly the desire of the members of the Minisia 
Chapter that the truth concerning these people be known 
for they are confident that there will be no further hesitancy 
in helping these spastics help themselves. 
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A Lamp To Lead Us 


by Kitty COTE 
Westport Chapter 
Kansas City, Missouri 


A shield, a lamp, a world and a pair of wings! 

Is that all the NSA insignia means to you? If so there 
could hardly be a better time to study and get acquainted 
with this symbol of your national organization. 

The word “insignia” means a mark of honor or a sign 
by which anything is distinguished, and that you have 
chosen to wear this sign distinguishes you. It represents the 
ideals and the aims of your secretarial profession. 

Look at it well! Can you not hear it say... 

I am not an ordinary pin! Care has been taken to make 
me a symbol embodying the attainment of Better Living 
through Better Learning and Better Letters! 

Let my LAMP speak! 

I trace my ancestry to the Lampadedromy. This was a 
race run in honor of the intelligentsia among the Gods, and 
as a lighted torch, my ancestors were handed from runner to 
runner in this race. Although “ages elapsed ere Homer's 
lamp appeared,” today I signify intellectual enlightenment 
Carry my light high in your race to the goal for Certified 
Professional Secretary. Already, your's has been a good race 
and C. P. S. is no longer a thing of the dark past! It is here, 
within the realm of my light! Emblazoned on your insignia, 
I muse knowingly on Plato’s words, “Those having lamps 
will pass them on to others.” This, you are doing in NSA. 

And now, the WORLD would speak! 

I am an emblem of immensity. Your aims, like the 
horizon, are unlimited. Because in NSA you strive for what 
is good, I have been chosen to represent your desire for 
attainment . . . for perfection! Goldonie has said, “The world 
is a beautiful book, but of little use to him who cannot read 
it” and I have been chosen, because through NSA you seek 
the ability not only to read, but to know and to help me 
through your aims for Better Learning! 

And the WINGS would say: 

The ancient Phoenicians and Assyrians considered me 
an emblem of favored height. On your pin I signify the 
unlimited heights you can attain in the sphere of Better 
Letters. Your “winged words” will elevate your profession 
to a position of “favored height” in the world of commerce 
and business, therefore, have I not been aptly chosen? 

I am the SHIELD bearing on my face a cross—the 
oldest symbol in the world! “To lead an honest life, to 
honor and protect . . . to shield the weak, help the poor, 
defend the faith . . . ” the oath of knighthood! To the 
knights, who took this vow and faithfully kept it, the 
cross was an emblem of valor and bravery. 

My story, continues the SHIELD, is an old and valiant 
one. When the young men of Sparta set out for battle, they 
were told by their parents to “return with their shield vic- 
torious, or, if vanquished, on their shield—dead!” This is a 
somber admonition you need not fear, for you, as a member 
of the National Secretaries Association, will carry your 
shield with its emblems of heraldy unscathed, because of 
your goal for Better Living through Better Learning and 
Better Letters! 

A shield, a lamp, a world and a pair of wings! Is that 
all the NSA insignia means to you? 
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“Behind the Scenes at ‘Pops! 


It's Pops time again in Boston. With the coming of 
the spring flowers, Symphony Hall doffs its dignified sym- 
phonic air and dresses up in gold and green tables, gay 
music and Pops punch. 

The excitement of the Pops season starts long before the 
first note is sounded on opening night. Calls from the 
other waitresses you haven't seen for the past ten months, 
checking to see if once again you will be with them at the 
Hall. About four nights before Pops opens, you check in 
at the Hall to try your new uniform on; this year it’s navy 
blue broadcloth and a saucy yellow organdy apron. 

Then it finally arrives. Opening night! Every worker 
at the Hall is keyed up with excitement. Up in the wait- 
resses’ room, aprons and uniforms are being pressed, nap- 
kins folded, snatches of conversation about preceding Pops 
seasons are heard. Then the rush to see the list to find out 
what row you will serve, whether you are on the kitchen 
side with not too much walking, or on the far side, which 
is quite a hike to the kitchen. Groans go up from some of 
the girls when they realize they are in “coffin” corner. This 
is the farthest from the kitchen and on an extremely busy 
night can be a brutal grind. 

Working at Symphony Hall as a Pops waitress will 
never make a Hetty Green out of you but for nine weeks 
you have music played by the finest musicians in the world, 
friendships are formed among your co-workers, some 
nights you'll see celebrities at close hand—and somehow, 
it just gets into your blood and unless you break your 
ankle, you’re there on opening night and other nights for 
the next nine weeks. The, Pops orchestra is composed of 
sixty-five to seventy musicians from the Boston Symphony 
Orchestra and through May there is a concert each evening. 
During June there are no Sunday concerts. At the end of 
Pops season, the orchestra moves out to the Hatch Shell 
on the Esplanade, but that’s another story. 

When you learn what row you are to serve, you dash 
down to the kitchen and gather up your tray, ash trays, 
napkins, straws and cards and go out to your stand. Two 
cards, and an ashtray with Pops matches go on each table 
then back to your serving stand where there is a high stool 
for you to sit on while you are not serving. This is high 
enough so you can survey the hall, keeping an eye out for 
any of the little yellow cards waving in the air. A number 
of people who have never been to Pops before make the 
error of thinking the waitress will come around and take 
their order. What you should do is write your order on the 
card and holding it up in the air, wave it at your waitress. 
She will come over and check your order, then take off to 
the kitchen for your punch or wine. 


by Doris W. KENNETT 
Beacon Hill Chapter 
Boston, Massachusetts 


After being at the Hall since 7:15, the clock says 8:30 
and the orchestra has assembled on the stage and has been 
busy tuning up. A wave of applause sweeps the Hall as 
Arthur Fiedler strides on stage to the podium. Bowing to 
the audience, he turns, takes up his baton, taps it against his 
stand, raises his arm and the notes of a lilting overture 
dance through the Hall. Another Pops evening has begun. 


One of your tables is waving a card at you. Climbing 
over legs and squeezing through the rows you reach the 
table, check the order and squeeze your way back again to 
your stand. Taking your tray, you set off for the kitchen to 
pick up a pitcher of Pops, tea cookies or brownies—or 
maybe the order calls for a bottle of champagne or spark- 
ling burgundy. These are the orders that are fun. 


. There is great ceremony attached to the serving of 
champagne, burgundy or other wines. The waitress goes 
to the table carrying the wine glasses and followed by a 
wine boy who has a bucket full of ice and the bottle of 
champagne. Placing the bucket on the floor near the table, 
he holds the bottle out to the host and asks if it is the wine 
that he ordered. This being correct, he proceeds to tear off 
the gilt foil, release the wire and using a cork screw starts 
tugging on the cork. All the tables that are close by watch 
with interest, all hoping that when the cork comes out, a 
resounding POP will echo around the hall. How disappoint- 
ed the wine boys are when some customer requests that the 
wine be opened in the hallway so as not to make any noise. 

Some nights are terrifically busy, especially through the 
month of May when finishing schools and colleges have 
their nights. From 8:30 until almost closing time you are 
rushed. Each waitress has six tables making about thirty 
customers that wish to be waited on at once. It’s back and 
forth to the kitchen, balancing glasses of punch and plates 
of tea cakes as you make your way through the rows. 
And always, just when you are the busiest, someone will 
ask for their change. It seems that the customer who gave 
you a ten dollar bill for a two dollar order seems to know 
that you will return his change when you have finished 
serving your tables; but the one that gives you a two 
dollar bill for a dollar sixty-five order is calling, “waitress, 
waitress, my change.” 

It is really amusing to watch the different characters 
that come to Pops. A waitress can spot in a minute those 
that have been there before and those that are having their 
first Pops night. Pops is supposed to be gay and happy and 
the style of music played is the kind that lifts your spirits. 
Strauss waltzes, the melodic overtures of Auber, selections 
from popular musicals such as Call Me Madame, and South 
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LINE-A-TIME 
COPYHOLDER 


Every day, more and more busy secretaries and 
typists sing the praises of Remington Rand's 
new Line-a-time...for with Line-a-time they're 
typing faster, more easily, more accurately than 
ever before. 

These outstanding transcribing results are 
perfectly natural, because Line-a-time assures 
correct, “right before your eyes” reading. Then, 
too, Line-a-time’s great, effort-saving features 
are at your fingertips. The exclusive Trans-vue 
line guide indicates the line you're copying 
and also lets you see ahead several lines to spot 
copy changes. You get instant single, double or 
“free-wheeling” spacing with the new Space- 
celector. The exclusive, “fumble-proof” Turn- 
a-page Pocket makes pages easier to turn... 
easier to hold in position. And Line-a-time is 
Light-Conditioned—a twist of the knob sets 
your copy at the best reading angle for you... 
gives you maximum lighting and readability. 

Join the fast growing ranks of secretaries and 
typists who are bringing “coast to coast” smiles 
to their bosses’ faces with more and better typed 
work, thanks to the new Line-a-time Copyholder. 


Pree 


brochure—yours for the asking—shows 
how Line-a-time “right before your 
eyes” transcribing eliminates typing 
aches and pains... lets you type faster 
and easier. Send the coupon today! 


THE NEW 


— 










Remington Rand Business Machines & Supplies Division 

Room 2151, 315 Fourth Avenue, New York 10, N. Y. 

(— Please send me folder RSL 212 on the New Line-a-time 
ccepyhclder for faster, easier, more accurate typing. 

( Please arrange for a demonstration of the New Line-a-time 
in my office— no obligation, of course. 


Nome____ 
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Zone State. 
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Pacific are all designed to make an evening at Pops an 
event to be long remembered. There are those that never 
quite recover from actually being at Symphony Hall and for 
some unknown reason sit stiff and uncomfortable as the 
orchestra plays. Others hum along with the orchestra com- 
pletely relaxed, loving every minute of it. 

The pay for this work is very small and you hope that 
your tips will add up through the evening. Some nights 
with luck you may make up to four dollars in tips, although 
these evenings are rare, but if you go home with two dollars, 
you don’t grumble too much about it. Evidently the people 
who go to Pops think there is no tipping or else, are not 
the type that would tip anywhere. It is very discouraging 
to work steadily all through an evening with table after 
table not tipping. The best tippers are, of course, men with 
older women coming in second; college and school students 
are extremely poor tippers and it is though that this is 
through ignorance rather than lack of money. Younger 
working girls and, of course, the private schools are in the 
same category as the college students. After you have 
worked at the Hall for one season you have your favorite 
schools and colleges, both from the standpoint of tipping 
and manners. 

I mentioned above the light gay music played at Pops. 
Among the favorites year after year are Largo, La Belle 
Helene, Grieg’s Concerto, Radetzky March, Overture to 
“The Beautiful Galatea,’ Les Preludes and, of course, 
Strauss waltzes. There are times when you are so busy you 
do not hear the music, but what I generally do is look ahead 
on the program to see if any of my favorites are coming 
up. If so, I make every effort to listen. Our favorite pianist 
is Jesus Maria Sanroma, who is not only an accomplished 
musician, but also one of the nicest persons you could meet. 
When Ethel Smith appeared one season and played her 
famous arrangement of Tico Tico, I doubt if any customer 
was waited on. You can be sure we are all proud of Arthur 
Fiedler and call him “our boy.” He is a grand person and 
remembers us all from the years we've worked there. 

Some of the workers in the kitchen are full time Sym- 
phony Hall employees while others are just there for the 
Pops season. For the large group of workers Symphony has 
at this time, I have never worked with any that are so 
cooperative and congenial. Any time you need a helping 
hand, whether with the carrying of a heavy tray or help on 
serving your row—there is always one of your co-workers 
right there on the job to assist you. 

During a solo, serving is generally stopped and we use 
this time to dash out and have coffee and a sandwich or 
perhaps a glass of punch. This is when we exchange views 
on our customers, how the tips are coming and other tid- 
bits of gossip. When the concert is over, we clear our tables, 
tip our wine boy 10% of our tips, put away our aprons, 
and head for home around 11:15 P. M. From 7:15 to 
11:15 is a long evening and as many of us have full time 
day jobs, we work only four or five nights a week. 

The waitresses are either secretaries, office girls, school 
teachers or young housewives—all in to earn some extra 
money for vacation plus the fun of working at Pops. The 
ushers are generally students, the wine boys are any age 
from twenty-one up and are always called boys, and like the 
waitresses have daily jobs in business. All are together as 
the Pops crowd. Closing night is not as thrilling as opening 
night as you are all parting for ten months, and you take 
leave of one another with, “See you next season.” 
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by HOWARD P. REUTER 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


Colleges and Secretarial Schools offering courses in Com- 
mercial Law, devote a major portion of the time to the 
study of contracts. While in subsequent issues, we shall 
devote space to contracts, we shall endeavor not to invite 
criticism by being long-winded as was a certain lawyer: 

It appears that a defendant had a long-winded law- 
yer who orated for hours. The defendant finally sent a 
note to the judge, “If I should be found guilty, would 
the court please credit my sentence with all the unneces- 
sary time taken up by my lawyer?” (From LAUGHTER 
IS LEGAL, by Francis Leo Golden, published by Frederick 
Fell, Inc.) 


You are a dress designer and manufacturer. Hippity 
Hop Dress Shoppe orders 500 dresses ‘from you at $10 per 
dress, delivery in 90 days. In that period, business slackens, 
and Hippity Hop Dress Shoppe is overstocked. When you 
ship the dresses, they refuse delivery. After combing the 
market for a buyer, you finally sell the dresses for $4500, 
a loss of $500 due to the cancellation. If you had no remedy 
against Hippity Hop Dress Shoppe, and others treating you 
similarly, could you remain in business very long? The 
answer is obvious. 

In almost every business transaction there exists a con- 
tract, written or oral. A contract may be defined as an 
agreement, with sufficient consideration, between two or 
more persons, to do, or refrain from doing, certain 
lawful acts or things. It has also been defined as a 
promise, for the breach of which, the law provides a 
right of redress. 

The most important single 
factor in determining whether 
or not a contract has been en- 
tered into is whether there has 
been, in fact, a meeting of the 
minds—an agreement. To de- 
termine whether there has 
been a meeting of the minds, 
courts have decided that cer- 
tain facts must be present: 

a. an offer and acceptance. 
b. competent parties. 





c. sufficient consideration. 
d. legality of subject matter. 


First we shall consider offer and acceptance. The person 
making the offer is the “offeror.” The person to whom the 
offer is intended is the “offeree.” 


An offer must be communicated to the offeree. Grace 
lost a jewel studded fraternity pin given to her by her boy- 
friend. She advertised in the newspaper offering a $25 
reward. Sam, a janitor in the building where Grace lived, 
found the pin and returned it to Grace, receiving her 
thanks. Not until the next day did Sam learn of the reward 
offered. But, when he did, he dashed up to Grace and 
claimed the reward. Grace refused to give the reward to 
him. Was there a contract? No, the offer must be com- 
municated to the offeree. When Sam returned the pin, he 
had no knowledge of the advertisement or the reward; he 
had no knowledge of the offer. 


Marie, the owner of Charme 
Shoppe, was setting Mrs. Fuss- 
button’s hair one day. Marie 
complained, “Business is so 
bad that I would sell this place 
for a $10 bill.” The sly Mrs. 
Fussbutton took $10 from her 
purse and said, “Your offer is 
accepted.” It is clear from the 
circumstances that Marie was 
not serious, that the offer was 
not intended. Her remark was 
made in disgust, and cannot be interpreted as an offer, and 
no agreement or contract was entered into. 





Jimmy told Mrs. Hossenfeffer that he would paint her 
livingroom for $75 or $100. She said, “I accept.” Technic- 
ally, no contract has been made as the price is uncertain. 


Carl invited Floris to a dance at a swanky night club. 
Floris accepted. “There is no contract since such an 
offer or acceptance does not intend the creation of legal 
obligations,” said Carl as he finished the dishes and put 
the baby to bed. 


Minnie offered to sell Moocher 6 horses for $3000. 
Moocher said, “I'll give you $2600.” Minnie refused; then 
Moocher told Minnie he would give her the $3000. Minnie 
refused to sell. Was a contract entered into? No. The first 
offer of Minnie to sell for $3000 was not accepted by 
Moocher who made a counter-offer of $2600. A counter- 
offer constitutes a refusal and cancels the original offer. 
When Moocher finally agreed to pay $3000, he was making 
a new offer to Minnie, which Minnie could accept or refuse. 


Generally, circulars or advertisements of sale, price lists 
and catalogs are held to be mere invitations to deal and are 
not considered offers. 


Next month we shall continue our discussion of offer 
and acceptance. In the meantime, should you receive an 
offer to attend the National Convention at Texas, accept! 


Nine 
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BETTER BULLETINS CAN BE! 


Your bulletin serves as a spokesman for your chapter. 
It informs your members of chapter activities, plans and 
local events. In a wider scope it is the means of communica- 
tion between your chapter and other chapters in your 
region—in fact, all parts of the United States—through 
the medium of your exchange list, enabling you to share 
ideas and enjoy each other’s accomplishments. Still further, 
it acts as a connecting link between your chapter aad na- 
tional. 

Serving such a purpose, it behooves all of us to make our 
bulletin representative of our chapter—one which we're 
proud to receive and have others read, one which will elicit 
only compliments for our organization, one which adequate- 
ly portrays the secretarial profession. 

Actually, the editing of a bulletin can be summarized in 
the following three steps: Selecting a committee, organizing 
the bulletin—that is, deciding on what would be of interest 
and the most value to your members and complying as 
closely as possible with National's recommendations, and 
setting up a routine for the actual issuance of the bulletin; 
all of which sounds very simple on paper. 

A staff with initiative, enthusiasm and a willingness to 
put in hours of work each month is your first requisite. The 
staff must have initiative to make your bulletin distinctive, 
and enthusiasm as one bulletin is scarcely in the mail when 
another must be underway. With these two important quali- 
fications, the work will take care of itself. 

Now that you know what you want and do not want, 
assign the duties to suit the convenience and ability of 
your staff. What one likes to do may be a chore for another. 


Ten 





by HELEN D. HECHT 
Editor, The Crystal Gazer 


One can perhaps work at home; another prefers to type the 
stickers and take care of the mailing list or the actual mail- 
ing of the bulletins; some like to cut stencils, others find it 
most distasteful. It doesn’t matter how it is arranged—the 
important factor is to have each girl thoroughly under- 
stand what she is to do and then do it. Set up a deadline for 
material to be in, and the release date for your bulletin, 
and stick to it. The job is the BOSS! 

Perhaps some of your committee chairmen will assume 
responsibility for certain pages: The educational committee 
for your educational pages; the program chairman for an- 
nouncements and write-ups of meetings, etc. They, like the 
others, send their prepared material in to your editor by a 
specified date. 

In our own chapter this arrangement has worked out 
very well. The girls write up their pages, mail them in to 
me by the first Monday of each month; the stencils are cut; 
our art editor puts on special headings and art work for the 
feature articles of the month and then the stencils are ready 
to be run. We are fortunate in having them run for us, but 
we do all the other work. The envelopes are addressed and 
stamped in advance, and it is merely a matter of putting 
the sheets in proper sequence and getting the bulletin off. 

It all boils down to concerted effort by a harmonious, 
willing group. 

A few chapters have made arrangements for the publi- 
cation of their bulletin by mimeographing or printing com- 
panies in exchange for ads. Others sell ads to local firms, 
which enables them to pay for having their stencils cut and 
and run. Others use such revenue for taking care of the 














cost of their material and postage, making the bulletin self- 
supporting. This again, is dependent upon the resourceful- 
ness of the staff. 

Perhaps all of you are not familiar with the point sys- 
tem set up by the National Board of Directors and used by 
the National Editors’ Committee in judging the bulletins, 
and would be interested in learning more about it. This, no 
doubt, will influence your future bulletin make-up. 

Two points each are given for identification, continuity, 
general content, general appearance, national information, 
chapter information, format and art work; three points 
each for education and English, making a total of twenty. 
Most of these are self-explanatory. 

Identification seems to be the stumbling block for a 
number of chapter editors. It means exactly what it is 
called—complete identification. On your cover, the name 
of your bulletin, the name and location of your chapter. 
There is duplication in names of bulletins—“The Buzzer” 
for instance, is used by Akron, Ohio, and Paterson, New 
Jersey. Then, on the fly sheet, or first page, put the volume 
number and the month of issue, the name and address of 
your editor, and where exchange bulletins are to be sent; 
the names and addresses of your officers; and, if possible, the 
names and addresses of the national officers, and the date 
and location of your monthly meetings. The latter is for 
the benefit of any NSA members from other chapters who 
might be visiting in your city or planning a trip there, and 
who could arrange to attend your meeting. In addition, each 
sheet, either at the top or bottom, should be identified by 
your bulletin name, the issue date and page number. 

The size of your staff will necessarily be somewhat de- 
termined by the size of your chapter, but a minimum of 
five members is recommended—the editor, assistant editor 
(who may be in training as editor for the next year, or 
who can take over in case of illness of the editor), and 
three reporters or staff members. 

Deciding in advance on the topics you'll use monthly 
serves to standardize your bulletin and at the same time 
avoids confusion and duplication of effort. National, 
through the Editors’ Committee, has recommended the fol- 
lowing standard items: 

Reprint or extract of national news. 

Message from chapter presidents and/or oth- 
er officers. 

Committee news and reports. 

Reports of chapter meetings. 

Chapter news and personal items. 

and suggested: 

Editorials 

Mention of chapter and members’ birthdays. 

Changes in members’ addresses and telephone 
numbers. 

NSA caiendar of coming events. 

Brief sketches of new members, officers, fea- 
tured members. 

Comments or quotations from exchange bul- 
letins. 

Reports of special projects—civic, money- 
making, social. 

Reports by delegates to Regional Meetings or 
National Conventions, etc. 

For instance, here in Toledo, in our bulletin THE 
CRYSTAL GAZER, we have adopted as standard pages: 
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Notes from the Board, Birthdays, Fashion, Exchanges, Edu- 
cation, Important Letters from National, and newsy items 
about our own members, as well as reports of meetings and 
other activities. There are eight such pages in all, and for 
these we use the same captions and art work each month. 
This way anyone familiar with our bulletin can recognize 
at a glance the subject matter of the articles, and these in- 
dividual headings act somewhat as trade-marks. 

In selecting material for your bulletin, it is prudent to 
keep uppermost in mind that the contents of your bulletin 
influence the attitude and thinking of your chapter mem- 
bers, other chapters, and any non-members who read it. 
Employers, prospective members and fellow workers or 
friends of members may scan your bulletin and from it 
form an impression of you, of your chapter and of NSA as a 
whole. See that it is FAVORABLE. Your private opinions, 
bickerings, etc., have no place in your publication. Make 
it a source of material which is of value and interest to 
everyone. 

Continuity is merely again following your standard or 
pre-arranged layout, putting your regular articles in the 
same sequence each month, as much as it is feasible, and 
interposing the others, dependent upon their importance 
and interest value. Also in this category comes the use of 
proper headlines and carryover notations. 

General appearance and general content speak for them- 
selves. The latter can be greatly enhanced by the use of 
articles written by prominent persons in your city, educa- 
tors, bosses, quotations, reprints of thought provoking 
articles on such topics as personality, posture, leading indus- 
tries, famous buildings, etc. In such cases, always obtain 
permission to reprint copyrighted articles, and credit the 
source of other reprints. 

The scope of the heading Education is very broad. It 
need not be confined to grammar or spelling or the like, 
but should obviously be material of value to a secretary— 
something that will be beneficial to her in her work. Notice 
the emphasis National puts on this topic by its three points. 

This also holds true of English. Punctuation, proper 
syllabication, vocabulary, spelling, typographical errors, 
grammatical construction, are taken into consideration. 

Format and art is where your originality again comes 
into prominence. Allow sufficient space for headings, neat 
appearing and adequate margins, and variation of format 
by the use of both single and two column pages. 

Keep in mind earning the mythical twenty points 
means a perfect bulletin, and the only reason for not 
attaining it is the failure to meet some of the require- 
ments. Fractions of points are deducted from each score 
for omissions, typographical errors, poor mimeographing, 
offset on the sheets—all minor in themselves, but they de- 
tract from perfection. 

May I here interject a comment about the importance 
of issuing a bulletin every month and then making sure to 
mail it to the Editors’ committee member in your own 
District. A bulletin EACH MONTH from October to 
June is the NUMBER ONE REQUIREMENT to be eligible 
for the national award. Some excellent bulletins have been 
automatically disqualified by not meeting this requirement. 
In my opinion it isn’t fair either to you, as an editor, or to 
your chapter, not to enter your bulletin. True, it may not 
win first prize—only one can attain that—but if it is worth 
your effort and time, it is worth being submitted. 









SBeauty is “Your 
¢Business 


And beauty is your business—regardless of what other 
business you may have. If you are female and between the 
age of one and one hundred (or even middle-aged) beauty 
is your personal private business and you alone must take 
care to see that you have your share of beauty of face, figure 
and mind. 

The first step is seeing that you have time to work at 
being beautiful. Yes, I know! You're so busy that you 
really haven't time for anything more than you're doing 
already—but there is a way. BUDGET YOUR TIME! 

“But my day is scheduled,” you wail. “I fly into my 
clothes, grab a cup of coffee, run for the bus, dash behind 
my desk, bury my nose in my job, toss a sandwich down 
sometime around noon, and so it goes until my desk is 
locked. At night occasionally I go out, but usually there's 
washing to do, blouses to be pressed, a bath to take, fall 
into bed exhausted only to get up in the morning and dash 
off again.” 

Let's stop a minute right there. Business Girls have been 
working for years and some of them find time for other 
important things they want to do. The dashing around 
helter skelter is one of your big time-killers. You budget 
your money in order to buy the things you want; why not 
budget your time for the things you want to do? From 
your job you have learned the value of a planned schedule 
in work. A similar plan will apply to your personal life. 

Let’s start at the beginning of your day. Last night before 
going to bed you checked your costume for today and know 
they have been brushed, all the buttons are on and no ripped 
seams—so outside of your commuting time to the office, 
allow one hour for getting off to a good start mentally, 
physically and beautifully. The start of your day is most 
important. If you over-sleep and have to rush like mad to 
get dressed and get to work on time you will find that you 
will be rushed and confused all day. Answer your alarm 
with a few good “cat-stretches” and then—GET UP! 

1. Drink a glass of warm water, preferably with a little 
lemon juice in it (this is the start of your beauty ‘treat- 
ment). 

2. Take ten deep breaths before an open window. 

3. Take a quick stimulating shower—and slip into a 
fresh pretty robe. 


Twelve 





Mrs. GEORGIA CASH 


By this time you have probably used up about fifteen 
minutes and should be wide awake and feeling fine. Have 
your breakfast, look over the fashion page of the paper (and 
don’t forget the sales) while you have your second cup of 
coffee—and then 

4. Apply wholesome and moderate make-up, always 
remembering that rouge or color cuts down space and white 
areas accent, also that only the minimum of make-up is 
permissable for the office. 

5. Dress smartly—but conservatively (after all, you 
don’t want to distract your poor boss until he is confused). 

6. Comb your hair carefully, brush your shoulders 
free of loose hair, and take a good look at yourself in the 
mirror. Anything wrong? Are you all together properly? 
Hose seams straight? Shoes run over? 

Remember that your appearance is always observed. 
When you close your door behind you, your best foot should 
most certainly be forward. Scheduling will vary according 
to individual needs, however, so make a positive schedule 
to fit your requirements and stick with it until it is a 
natural part of your life. Beauty and glamour do not just 
happen, but must be diligently sought. 


Georgia Cash successfully conducted her own modeling 
agency in Dallas, Texas from 1945 to 1949. Since 1949, 
Georgia has been working in conjunction with the local 
Y.W.C.A. She began plans for the school after watching 
Southwestern merchants try unsuccessfully to find models, 
and it was her task to educate 500,000 Dallasites to the need 
for such an agency. 


Future articles on charm, body control, make-up and 
general self-improvement, by Mrs. Cash, will appear in THE 
SECRETARY through the cooperation of the Big D Chap- 
ter, Dallas, Texas. 








NORTHEASTERN DISTRICT 
Mrs. LEO HORCHOW 
c/o J. C. Breyfogle 
74 East Gay Street 
Columbus 15, Ohio 

NSA PUBLICITY, either good or 
unfavorable, is fast becoming the me- 
dium for erasing NSA borders and 
bringing its members and their inter- 
ests closer together, from across the 
miles. We recently reached the pinnacle 
in TV publicity when we made the 
nationally known program, “WHO 
SAID THAT?” This program emanat- 
ed from New York City, on May 14. 

The question asked by the modera- 
tor of the panel members, Dorothy 
Kilgallen, and Messrs. Gallico, Consi- 
dine and Swaysey, was—“Who said 
that secretaries should be permitted to 
run around the offices in their stocking 
feet and wear their hair done in curlers 
the morning after the big dance of the 
night before?” 

The panel immediately connected 
the words as belonging to that popular 
portrayer of the “dumb secretary,” Ma- 
rie Wilson, better known as “my friend 
Irma.” When asked where she had 
spoken this line, the answer was, “be- 
fore a dinner of the NATIONAL SEC- 
RETARIES ASSOCIATION.” In the 
discussion that followed, it was pointed 
out that Miss Wilson had gone further 
in her address and with her maniacal 
style also pointed out some of secre- 
taries’ peeves with various types of 
bosses, as well as hers with the mythi- 
cal “Mr. Clyde.” Apparently in the spir- 
it of “something to say,” one of the 
male panel members remarked that he 
agreed with Miss Wilson in her views 
of what secretaries should be permitted 
to do at the office. This immediately 
brought forth a vehement retort from 
Miss Kilgallen, and her closing remark 
was “that to permit secretaries these 
liberties would be robbing them of 
everything they had so admirably ac- 
complished in their profession.” The 
male members readily agreed with Miss 
Kilgallen—and we would like to give 
her three cheers! 

A horse, a horse, My Kingdom for 
a horse! This phrase was probably run- 
ning through the mind of one news- 
paper columnist, JEAN HOWER- 
TON, of THE COURIER-JOURNAL, 
(LOUISVILLE, KENTUCKY ), as she 
moved amid the mass of humanity as- 
sembled at the May 5 running of the 
Kentucky Derby. Her assignment was 
a peculiar one—that of locating horses 
(and not those straining at the post 
for the takeoff.) She was to find horses 
keeping company with the spectators. 
Her lengthy and interesting article, as 
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well as a full page spread of outstand- 
ing pictures, proved that she was cap- 
able of fulfilling this assignment. Her 
first group of horses were located 
on milady’s dress. An Indiana lover of 
horse racing appeared in (quoting Miss 
Howerton) “a navy blue wool skirt 
and hand-knit blouse, decorated with 
white felt palomino horses who had 
red-yarn manes and tails and red se- 
quin saddles.” 

The next visiting horse was found 
on—yes, you've guessed it—a cha- 
peau! Quoting Miss Howerton, “Un- 
der the ‘horse hat’ was Miss Gertrude 
Carlson, Evanston. The buyer for Car- 
son-Pirie-Scott had it specially made 
for her. It was a straw, jockey-type 
affair with a straw horse protruding 
from one side—hay and roses on the 
other side. Miss Carlson is secretary 
to the publisher and editor of The 
Hotel Monthly, a magazine.” 

Gertrude Carlson is a member of 
the EVANSTON CHAPTER, NSA. 
This did not end the publicity scoop, 
for on page 16, section 1, of the same 
The Courier-Journal appeared a full 
page spread of pictures of none less 
celebrities than the Duke and Duch- 
ess of Windsor, presenting the covet- 
ed trophy to Duval Headley and Joc- 
key Conn McCreary; movie stars Ann 
Sheridan and Greer Garson; a portion 
of the crowd; another of Jockey Mc- 
Creary and Count Turf; and right in 
the middle, a huge picture of our own 
Gertrude Carlson—the hat, and the 
Jockey Doll she had purchased as a 
souvenir. Gertrude’s publicity back 
home, in the Evanston paper, went 
further and tells us that in addition 
she held a ticket on “the winner.” Con- 
gratulations, Gertrude! 


The final telecast of the 1951 series 
of Columbus Town Meeting was 
moved up from Sunday afternoon, May 
27, to Saturday night, May 26, at 
11:00 P. M. by station WBNS-TV. 
This was done in order that this group 
might present Senator Estes Kefauver 
to its watching and listening audience. 
The program was on a subject which 
is widely being discussed locally—that 
of gambling. 

The moderator closed the program 
with high praise for the NATIONAL 
SECRETARIES ASSOCIATION, 
pointing out that through their sup- 
port Columbus Town Meeting is now 
operating out of the red—we have 
saved them some $300 per year in the 
performance of this service. 

Recognition from a chapter bulle- 
tin, CELERY LEAVES, has been re- 
ceived by the KALAMAZOO, MICH- 






IGAN Chapter, in the May issue of 
the Postmasters Gazette, house organ 
of the Postmasters National Associa- 
tion, with circulation of over 30,000 
Postmasters throughout the United 
States. The Kalamazoo Chapter of 
NSA publishes a newspaper called 
CELERY LEAVES. Mary Lenting took 
advantage of the space offered in that 
publication for a series of articles on 
the postal service and what it has to 
offer and for how much. 


Secretaries, as a group of business 
women, frequently receive what might 
be termed “unfavorable publicity” as 
to their ability, primarily because they 
are placed in the general group of sec- 
retaries, stenographers, and typists. 
Such an article appeared in daily papers 
throughout the country recently, titled 
“Executive Says 50 per cent of Secre- 
tarial Applicants Lack Basic Three-Rs 
Training,’ written by Dorothy Roe, 
Associated Press Women’s Editor, New 
York City. A member of the KALA- 
MAZOO CHAPTER, Mrs. Mary 
Dhaenens, was so incensed over the 
article that she wrote a letter to the 
People’s Column of her local daily pa- 
per and it appeared in a Sunday edition 
of that paper. The “feud” was watched 
closely by the employer of another 
member of the Kalamazoo Chapter, 
who is an ardent supporter of NSA, 
and he wrote a personal letter to the 
President of the Kalamazoo Chapter, 
to be read at the May meeting, con- 
gratulating the Chapter for having a 
member who would speak her views 
and have them appear in print. (Her 
and have them appear in print. 


The mail bag discloses that another 
NSA member, Mrs. Juanita Powell, 
charter member of KALAMAZOO has 
been honored for 25 years of service 
for one employer—with the Chamber 
of Commerce. In recognition she was 
presented a beautiful Hamilton wrist 
watch at their annual banquet, May 
10... and that the AMANUENSES 
CHAPTER, of Evanston, besides hav- 
ing celebrated another Boss Nigh: (the 
3rd) on April 12, are giving much of 
their time to helping the committees 
working on Northwestern University’s 
Northwestern Centennial Jubilee 
having their annual Boss Night din- 
ner, on April 19, with an attendance 
of 121... that our Ohio State Ad- 
visor, Lilyan Miller, was guest speaker 
at the Membership Tea on April 19, 
held by the HILL CITY CHAPTER, 
of Mansfield, Ohio . . . and now TEX- 
AS (particularly HOUSTON), the 
EYES of all NE DISTRICT NSA’ers 
are UPON YOU! 











ILLINOIS STATE MEETING 

CHAMPAIGN-URBANA, ILLINOIS 

April 14-15 

Representatives of NINE of the 
ELEVEN ILLINOIS NSA CHAPTERS 
gathered for that State Meeting, held 
in Champaign-Urbana, the weekend of 
April 14-15. 


The kickoff luncheon on Saturday 
was in the Tilden-Hall Hotel in Ur- 
bana, followed by the first business 
session. Reverend A. Ray Cartlidge 
gave the invocation and Ward Shaw, 
Manager of the Champaign Chamber 
of Commerce welcomed the visitors. 
Ruby Beecher, President of the Hos- 
tess Chapter introduced the Illinois 
State Advisor, Jean Sutherland, who 
presided at the business meeting. 


The meeting was informal and the 
response during the three-hour session 
was commendable. After a general dis- 
cussion on national activities, panel 
discussions were held on chapter ac- 
tivities and the information brought 
forth was most enlightening. Contri- 
buting much to this gathering were 
those members of our newly acquired 
SI Chapter from Springfield, Illinois. 


The Saturday evening banquet, fol- 
lowing the cocktail hour, was rounded 
out with gift corsages of gardenias to 
each member from the Hostesses. 
Toastmistress was Martha Myers—the 
after dinner speaker was Jack Hayes 
and vocal selections were rendered by 
Pete Palmer, of the University of IIli- 
nois. 


“SUBURBAN AIRES,” official bul- 
letin of the WAUKEGAN CHAPTER 
walked off with the Illinois blue rib- 
bon. 


Breakfast on Sunday morning was 
followed by a tour of beautiful Aller- 
ton Estate in Monticello, Illinois. At 
the conclusion of this most enjoyable 
jaunt many of the members had to 
leave for home while others lingered 
to have dinner in the beautiful dining 
room of the Urbana-Lincoln Hotel. 


The members of the Hostess Chap- 
ter are to be congratulated on their 
fine work in planning such a wonder- 
ful meeting. The Lake Shore Chapter 
of Chicago, will be hostess to next 
year's Illinois State Meeting. 


Fourteen 
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Among the bosses honored at Anacacho Chapter’s Annual Executive Dinner in San 
Antonio, Texas, April 23, was General Jonathan M. Wainwright, hero of Corregidor. 
Secretaries with their bosses, left to right, are Mrs. Germaine Davis, General Wain- 
wright, Miss Irene Slattery, president of Anacacho Chapter, and Mr. Al Buchanan. 
More than 90 attended the affair and the highlight of the evening was presentation 
of scholarship awards to two high school girls from local orphanages. 


SOUTHWESTERN DISTRICT 
Mrs. GRACE GARRATT 
1334 East Street, Apt. 202 
San Bernardino, California 


Margaret Keller, President of LAKE 
MERRITT CHAPTER, Oakland, Cali- 
fornia, officiated at the installation of 
MODESTO CHAPTER on June 8. 
For the past several months, the mem- 
bers of ALTAMONT CHAPTER, Tra- 
cy, California have been interviewing 
secretaries with this goal in mind. AL- 
TAMONT CHAPTER, with only fif- 
teen members held their Boss Night 
dinner with attendance of forty-three. 
prospective member of the new MO- 
DESTO CHAPTER and their bosses. 
Several members from DEEP WATER 
CHAPTER, Stockton, California also 
attended. 


POPPY TRAIL CHAPTER, Fresno, 
California, used a tropical theme for its 
installation ceremony—tables decorat- 
ed with grass skirts, pineapples and 
tropical flowers, leis worn by members 
and guests, a punch with a tropical 
flavor served. While this chapter is 
still small, they have good attendance 
and good ideas and expect to “make 
their mark” with the new officers. 


Fifteen members of San Francisco's 
GOLDEN GATE CHAPTER spent a 
relaxing weekend in May —sunning, 
swimming and eating—in the delight- 
ful atmosphere of Stinson Beach on the 
Pacific Ocean about twenty-five miles 


north of San Francisco. This is the 
fourth year for the “Stinson Beach 
Weekend” which is becoming an im- 
portant annual event for the chapter. 


HEART OF AMERICA CHAP- 
TER, Kansas City, held a membership 
tea Sunday afternoon, May 6, at the 
Continental Hotel, with 14 guests 
present. Mrs. Elizabeth Butterworth, 
president and Miss Florence Crawford, 
Executive National Secretary gave talks 
on NSA, its aims and purposes and 
stressed C. P. S. 


Can secretaries spell? Margaret Kell- 
er, President of the LAKE MERRITT 
CHAPTER, Oakland, California, was 
given the opportunity to express her 
opinion on the subject after the Oak- 
land Tribune carried a release written 
by Dorothy Roe, Associated Press 
Women’s Editor, on the subject of sec- 
retaries, stating “Half of today’s secre- 
tries can’t spell,” an inference based on 
tests given by one large New York 
corporation. The Oakland Tribune 
called on Margaret, as President of the 
local NSA chapter, for her views and 
quoted her remarks to the effect that 
secretaries can spell. A two-column 
picture of Margaret and her boss, At- 
torney Chesley M. Walker, headed up 
the story. Margaret told the reporter, 
“Our chapter of the National Secre- 
taries Association won a spelling bee 
over our bosses two years ago and 
they haven’t challenged us since.’ 
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PENNSYLVANIA STATE MEETING 
SKYTOP, PENNSYLVANIA 

The recent PENNSYLVANIA STATE MEETING held 
at Skytop Club, Skytop, Pennsylvania, and hostessed by 
ASTRA CHAPTER, Scranton, Pennsylvania, fulfilled the 
hopes and efforts put forth by the members of ASTRA 
CHAPTER, its President, Florence Litzenburger, and the 
Eastern Pennsylvania State Advisor, Augusta V. Hurst. Va- 
rious and complete reports on subjects pertinent to the ad- 
vancement and progress of NSA were given on Saturday 
afternoon and continued over into the Sunday morning 
session. Discussion followed each report and revealed some 
progressive thinking of the group on every subject. 

The meeting was highlighted by the presence of New 
Jersey State Advisor, Jeannette Spangler, and Connecticut 
State Advisor, Mrs. Alice D. Foote, in addition to Eastern 
Pennsylvania State Advisor, Miss Hurst. 

The Edison Company sent their representative from 
Washington, D. C., to demonstrate their new Televoice- 
writer, and the Monroe Calculating Machine Company’s 
representative demonstrated the very latest in calculating 
equipment. 

Saturday evening a mardi-gras cocktail party preceded 
the banquet. The banquet speaker was Con McCole, Wilkes- 
Barre, Pennsylvania, a humorist of note who kept everyone 
in a hilarious mood. Each guest was presented with a cor- 
sage of flowers and there were many novelty items and 
beautiful door prizes. Following the banquet program the 
guests were transported around the mountains on a deer- 
spoting ride, and came back thrilled at having spotted five, 
six, or more of the beautiful deer which inhabit the exquisite 
Pocono mountains. 


SOUTHERN DIVISION ICC MEETING 
LOS ANGELES, CALIFORNIA 
MAY 20, 1951 

LOS ANGELES CHAPTER acting as hostess for the 
I.C.C. meeting held May 20, 1951, in the beautiful Garden 
Room of the Town House in Los Angeles, used as its theme, 
“On to Houston, Texas,” and carried it out in individual table 
decorations suggesting the Shamrock Hotel. Yellow and 
green were the colors used, and the corsages for each I. C. C. 
representative were made of carnations sprayed with these 
colors. Marie McLean, who was in charge of the arrange- 
ments for this meeting, turned over the business meeting to 
Gladys Bauer, Southern Division I. C. C. Chairman. Twelve 
chapters in Southern California were represented, making 
an attendance of 86 members. Reports by chairmen of 
Southern Division committees and members of National 
committees were presented, and current subjects were dis- 
cussed, the important matters being those in connection 
with the National convention to be held in Houston. To 
show the appreciation of the I. C. C. representatives and 
all N. S. A. members who attend these meetings, three 
lovely gifts were presented to Alice Garcia of the Santa 
Monica Chapter, who took the minutes of the meetings, 
one of the gifts being a portable table for her stenotype 
machine. The awarding of door prizes to eight lucky mem- 
bers brought an enjoyable and interesting, meeting to a 
close. 


NORTHWESTERN DISTRICT 
Miss LAURIE MAE SANDERS 
1326 East Ninth Street 
Olympia, Washington 
Thirteen members of SIOUX CHAPTER, Sioux City, 


Iowa, have completed the Standard First Aid Course and 
have received the Three-Year Certificate. Four members 
have completed the Advanced Course and have receivd 
the Five-Year Certificate. This chapter gave a May Day 
Party for 82 children at St. Anthony’s Orphanage and in 
June entertained the children at the Boys and Girls Home. 
Also in June it held a Membership Tea to which secre- 
taries were invited from the surrounding towns as well as 
local secretaries. The Des Moines, lowa HAWKEYE 
CHAPTER will round out its year by initiating ten new 
members. Seven members are planning to attend the Hous- 
ton Convention. The OTTUMWA, Iowa Chapter, although 
quite small, has a very active group of secretaries and has 
been sponsoring many money-making activities this year 
so that a delegate can be sent to the Houston Convention. 
The Waterloo, lowa VICTORY CHAPTER recently had 
the Civil Defense Program of Waterloo explained to it by 
the Fire Chief of that city. A movie was shown which told 
what to do in case of an atomic attack. This Chapter has 
been asked to help on the Division of Emergency Housing 
in Waterloo’s Defense Program. 

An Investment Forum for Women, sponsored by the 
EVERGREEN CHAPTER of Denver, Colorado, was held 
by Bosworth Sullivan and Company, investment brokers, one 
night a week for three weeks at Phipps Auditorium in 
Denver. The Forum held for women mainly was attend- 
ed by several hundred men and women. The history of 
Wall Street was given, also the difference between stocks 
and bonds. Much publicity was given to this Forum on the 
radio and in the many business and investment papers as 
well as in the daily papers. 

To its installation of officers in June the OLYMPIA, 
Washington Chapter has invited the BREMERTON, TA- 
COMA, and SEATTLE Chapters. The SPOKANE Chapter 
has named a committee for the 1951 fall Regional Meeting 
to be held in Spokane, Washington. Mrs. Rousia Hoxsey 
is the chairman of the committee. The MEDFORD, Ore- 
gon Chapter had a busy evening recently, initiating six new 
members and installing a new slate of officers. 





Installation of officers of Marquette Chapter, Peoria, Illinois 
was held at the University Club May 3, 1951. Cary Hessling, 
new President, receives the gavel from Helen Kuefner, retiring 
President. Others, left to right: Viola Nichols, Vice President; 
Florence Kelly, Recording Secretary; Mary Cruse, Treasurer; 
Jacquelyn Herbert, Corresponding Secretary. 








VOU'UE 


AT YOUR SERVICE... Yes, for you he will render the service that once experienced 
you'll never regret...for that matter you will wonder why it took you so long to 
learn to relax under your constant problem of producing clean, crisp, permanent 
copies...any number, every time. 

READY...That’s it! He is a regular “shop on wheels”...give him your own brief- 
ing on your responsibilities and the answers...accurate, mind you...are given with- 
out calling in a bevy of “experts” or putting you off while he consults his office. Its 
true! He knows his job thoroughly...how to make you look good in print. 

ABLE...No holds barred now...he’ll never give you a fast shuffle...he’ll sell you 
only what’s good for you. He’s able to do this because he has every top-quality 
reproducing supply under his arm and never, never, never will you get those “just- 
as-good” substitutes for Panama-Beaver FULL LINE job fitted materials. 

WILLING... Most are...but, your Panama-Beaver Man proves it so pleasantly 
by living up to a reputation that started more note-books ago than you can remember 
...Since 1896...the Panama-Beaver Man has been happily received by smart, effi- 
cient and real good secretaries everywhere. 


Be good to him, because he’s good for you—and tell him you really owe it to this ad 
that you started a friendship that will make you happier with your work than ever. 





Panama -jjeavet 


INKED RIBBONS FOR EVERY OFFICE MACHINE CARBON PAPER FOR EVERY OFFICE USE DUPLICATING SUPPLIES NEEDED IN EVERY OFFICE 
Accounting Ribbons Multilith Ribbons Accounting Carbon Paper Pencil Carbon Paper P.B. Master Backing Sheet Duplicating Carbon Paper 
Adding Machine Ribbons Opaque Ribbons Billing Carbon Paper Printers’ Carbon Paper Patented Racer Arms Unimasters for all liquid, 
PNelela-tttelelae]*)iM die) elelalt Portable Typewriter Correspondence Carbon Single and Double Face spirit or chemical machines 
Bookkeeping Ribbons Ribbons Paper Register Rolls—All machines 

Teletype Ribbons Legal Carbon Paper All widths, all windings 


Carbon Paper Ribbons 
Electric Typewriter, Billing Typewriter Ribbons Payroll Carbon Paper 
& Bookkeeping Machines 


ALL SIZES - ALL COLORS +- ALL INKINGS - ALL LENGTHS - ODD SIZES 
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